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Introduction:
1.1 My Profile

Under ‘My Profile’ you will find information such as delivery addresses, cost centers,
contacts and so on.

SEARCH | View All Products A-Z Ink & Toner | Paper | Bulletin Board

Home > My Profie

Manage Contacts .
Ianage Deliver to Create and store your information for easy access.
Manage Purchase OrderMo.  grdar Tracking
Manage Cost Center.

Manage User Permissions

Frofiles

Search By: |Order Mumber ﬂl

Order Date | x| | iz

= Add New Users Range:

= Edit Active Users G- gl SEARCH ORDERS

= Activelnactive Users

= Workflows

My Shopping Lists
Order Setting

I Select an existing list Create a new list

= My Account Overview » How to create and use lists
= Select Deliver to » Setup reminders for yourself Corelist 'l List Hame: |
= Select Contacts
= Select Purchase Order No.: Comment: |
= Select Cost Center.
= Proxy Approver Info Type: .o} Campany-Wide List

£, Personal List

LR

= Email Assistance
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My Account Overview allows you to quickly see all your relevant user information.

SEARCH | View All Products A-Z Ink & Toner | Paper | Bulletin Board

Home = My Profie

= [anage Contacts

= Manage Deliver to . . . . .
= Wanage Purchase Order No.: Please take a moment to verify that the account infermation we have for you is correct Select edit by the appropriate section to make

= Manage Cost Center changes.
= Manage User Permissions
Profiles Your User Settings User Info Subscriptions & Settings
Manage your contact OFFICE DEFOT Email Preferences
information, subscriptions and Login Settings

EBUSINESS.NL@OFFICEDEPOT.CC
= Add New Users

= Edit Active Users EDIT

= Activellnactive Users
= Warkflows

Order Setting

I' Iy Account Overview J Permissions view®  Workflows/Approvals View B

= Select Deliverto
= Select Contacts
= Select Purchase Order Mo.:

= Select Cost Center Custom Catalogues {optional)
= Proxy Approver Info

Need Help? User Group Info View

= Email Assistance
= FAQS

Accounting Fields

Payment View
Manage your payment preferences
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1.2 Changing your details
By clicking on the View button next to an item, you can consult your settings.

Example: Delivery Addresses
Click the View button next to Deliver to to see all your delivery addresses. You can
also see which one is currently your default shipping address.

SEARCH | | m View All Products A-Z Ink & Toner | Paper | Bulletin Board

Home = Wy Profile

= Manage Contacts
= Manage Deliver to
= Wanage Purchase Order Ng: "2asetake a mamentto verty that the account information we have for you is correct. Select edit by the appropriate section to make
= IManage Cost Center changes.
= Manage User Permissions
FEes Your User Settings User Info Subscriptions & Settings
Manage your contact Email Preferences
information, subscriptions and ~ OFFICE DEPOT Login Settings
EBUSINESS. NL@OFFICEDEFOT.CL

= Add New Users
= Edit Active Users m
= Active/inactive Users
= Workflows

Accounting Fields

Order Setting

Permission Setting Current

= Iy Account Overview Contact Add, edit and select any Contact OFFICE DEPOT View Select Other »
= Select Deliver to
= Select Contacts Deliver to User can assign Deliver to OFFICE DEPOT Wiew Select Other »
= Select Purchase Crder Mo
= Select Cost Center. Purchase Order Add, Edit, and Select Any Purchase Order Mo RAI-PO RAFPO RAPO View Select Other »
= Proxy Approver Info Ho.:

Cost Center: Add, Edit, and Select Any Cost Center: KOSTENPLAATS View Select Other »
Need Help?
= Email Assistance
" FAQs Permissions View Workflows/Approvals View

Custom Catalogues (optional) View B

To change your default delivery address, click on Select Other.
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DEPOT.

SEARCH | | m View All Products A-Z Ink & Toner | Paper | Bulletin Board

Home > My Profie

= lManage Contacts

= llanage Deliver to . . . " . .
= Ilanage Purchase Order No.: Flease take a moment ta verify that the account information we have for you is correct. Select edit by the appropriate section to make
= Manage Cost Center changes.
= lManage User Permissions
Eoiiles Your User Settings User Info Subscriptions & Settings
Manage your contact Email Pr: nces
information, subscriptions and ~ OFFICE DEFOT Login Settings
EBUSINESS NL@OFFICEDEFOT CC

Add New Users

= Edit Active Users
= Activellnactive Users m
Accounting Fields

Workflows

Order Setting - .
Permission Setting Current

= [y Account Overview Contact Add, editand select any Contact QFFICE DEPOT Select Other »
= Select Deliver to
= Select Contacts Deliver to User can assign Deliver to OFFICE DEPOT Wiew Select Other »
= Select Purchase Order Mo
= Select Cost Center Purchase Order Add, Edit, and Select Any Purchase Order Mo RAI-PO RA-PO RAFO ct Other »
= Proxy Approver Info Mo

Cost Center: Add, Edit, and Select Any Cost Center: KOSTENPLAA Other »

Heed Help?

= Email Assistance
" FAQS

Permissions

Workflows/Approvals

Custom Catalogues (optional)

You will be shown a list with all possible delivery addresses. Select the one you want.

Example: Your default delivery address is Demo Office Depot BV. You can select
another address by checking the box under ‘Default’.
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SEARCH || “iew All Products A-Z Ink & Toner | Paper = Bulletin Board

Home = My Profile

= |Manage Contacts . .
= |Janage Deliver to Your Current Deliver to Your Default Deliver to

= [Manage Purchase Order Mo,
= Manage Cost Center:

e OFFICE DEPOT OFFICE DEPOT
= lanage User Permissions
I;roﬂlegs Columbusweg 33 Columbusweg 33
VEMLO VENLD
5902 RG 5902 RG

Metherlands Metherlands
= Add Mew Users
= Edit Active Users

= Active/lnactive Users

= Workflows Select different current or default Deliver to by searching or viewing the entire list:

Order Setti
Toview other Deliver tos enter search criteria below:

= My Account Qverview

Search for a Deliver to: | Search by Mame j | fzaiedl  only your Deli
Oiacs

= Select Purchase Order No.

= Select Cost Center:

= Proxy Approver Info Result1-50f5
SELECT CANCEL Return to Account Center
Need Help? Current Default 1D Organisation Hame Address City Zip Code
= Email Assistance .o} A A COLUMBUSWEG 33 VENLO 5902 RG
= FAQs e re
£ L Demao Office Depot Intern Afdeling E-commerce Columbusweg 33 VENLO 5302 RG
®, 5, OFFICE DEPOT Columbusweg 33 WENLO 5802 RG
C C Office Depot E-commerce Deme Account Columbusweg 33 WENLO £802 RG
G C,. Office Depot Kamer 212 Afdeling E-Commerce Columbusweg 33 WENLO 5500 CE
SELECT CANCEL Return to Account Center
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Click on the button SELECT to return to your account overview.

e My Account Qverview

= llanage Contacts
= lanage Deliver to
= Wanage Purchase Order No.. FlEase take a momentto verify that the account infarmation we have for you is cormect. Select edit by the appropriate section to make
= Wanage Cost Center changes
= lJanage User Permissions
FRTHGES Your User Settings Userinfo Subscriptions & Settings
Manage your contact OFFICE DEFOT Email Preferences
information, subscriptions and Login Settings
EBUSINESS. NL@OFFICEDEFOT.CL

= Add Mew Users
= Edit Active Users EDIT
= Activelinactive Users
= Workflows

Accounting Fields View
Order Setting " =

Permission Setting Current

= ly Account Overview Contact Add, edit and select any Contact OFFICE DEPOT Select Other »
= Select Deliver to
= Select Contacts Deliver to User can assign Deliver to COFFICE DEPOT Select Other »
= Select Purchase Order Mo Columbusweg 33
= Select Cost Center: VENLO 5802 RG Metherlands
= Prowxy Approver Info 0773238888

Purchase Order Add, Edit, and Select Any Purchase Order Mo, RAI-PO RA-PO RAIPO
Need Help? Ho.:

Cost Center: Add, Edit and Select Any Cost Center: KOSTENPLAATS

. . Select Other »
= Email Assistance -

= FAQs

Permissions

Werkflows/Approvals

Custom Catalogues (optional)

User Group Info View

Payment View
Manage your payment preferences
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1.3 Changing your password

Depending on your settings, you will be required to change your password every 30, 60
or 90 days. It is also possible that your password never expires. You can change it any
time you want.

Below you will find instructions on how to change your password:

In your account overview, click on Login Settings. You will be directed to a screen
that allows you to change your password.

IManage Contacts

lanage Deliver to
I:-Wanage Purchase Order Mo Please take a moment to verify that the account information we have for you is cormect. Select edit by the appropriate section to make
h

Wanage Cost Center changes.
Manage User Permissions
FRGES Your User Settings User Info Subscriptions & Settings
Manage your contact OFFICE DEPOT Email Preferences
information, subscriptions and Login Settings
EBUSINESS.NL@OFFICEDEPOT.CC

= Add Mew Users

= Edit Active Users m

= Active/inactive Users

Enter your old password, the new one and a confirmation to change your password.
Click on update to complete the process.

You have the option to indicate when you want your password to expire.

Please note:
Only your organization’s super user has the option to set when a password expires!

Change Login Settings

Change Login Settings

Login Mame: CQDDEMO INT3
* 0ld Password

* Pagsword

mustbe atleast§
characters

* Canfirm Passwaord:

Password Expires: Mever Expires

S cance

Return ta My Profile
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